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Introduction

In this work I will present some topics that I learned during 1term and even 2term. In 1term I learned paraphrasing, summarising, referesing and among others but these are the main three of what I am going to introduce you to also define them and how we should use them. In 2term I will tell you about how to make a CV and cover letter but before that I will also explain what each one is and what we use it for. 



Paraphrasing  

Paraphrasing is we provide a version that can exist beside the original rather than replace it. We paraphrase all the time. When you tell a friend what someone else has said, you're almost always paraphrasing, since you're not repeating the exact words. If you go to hear a talk, you might paraphrase the speaker's main points afterward for your friends. And when writing a paper on a short story, you might start off your essay with a paraphrase of the plot. Paraphrasing is especially useful when dealing with poetry, since poetic language is often difficult and poems may have meanings that are hard to pin down. Now using my words so I understand what is paraphrasing and when we are starting or writing a text we have to start with a capital letter so that we understand that there and that our paraphrasing starts until you put an end to start another paraphrasing. For example, normally when you read a book, constantly in the book you will find many paraphrasing because they are always telling something different because there will be a change of context or content and that is why we use paraphrasing for this type of situations.




Summarising
Summarising is an important skill in academic writing. It enables you to extract the most important points from a text and rewrite them in your own words, in a shortened form. Such skills are invaluable when you are note taking and researching for an essay. Being able to write a good summary also demonstrates that you have fully understood the text you are reading.From what I realized summarizing and when you summarize something that you have learned or understood and that you take the most important content in these cases we have several types of examples, for example when you are reading a book and you are supposed to finish reading it when you are going to tell someone you have read this book will certainly not read the whole text simply, you will summarize the story so that the person can understand without reading a book and we can summarize it. Another example is when we are taking classes certain teachers say to explain what we gave in the last class, normally we will not remember specifically everything but the idea of summarizing and this is right since we talked about the most important content we gave in class so that our colleagues or even a teacher can understand.




Referesing 
Referencing is when you acknowledge other peoples’ work and allow the reader to locate the sources you have used. Referencing is one aspect of developing good academic practice, an essential skill to learn at University. Referencing your sources also means you can avoid plagiarising the work of others.
You should always refer to your module materials to check which referencing style to use for your assignment, or ask your tutor for advice if you're not sure. Listed below are some guides which show you how to use referencing styles common in OU modules.
Summarizing referencing and when we are going to get information supposedly someone wrote or elaborated the project and we put it in our work so that the teacher can know where we went to get these contents, in referencing we can find the name of the actor, the year that this was done project. We usually use referencing for our projects that we have to deliver or even submit to the university, referencing uses as follows, simple we usually use referencing for the end of the project when we have finished everything but we need to show where all this information came from, so we have that create a page only where we put all the information so that the teacher can understand where we went to get information, we just have to copy the link and paste it into the referencing page. But an important detail usually a reference has more than an actor, we have to be very careful how we will take advantage of the actor's idea because we can never normally use the actor's first name but we can use his or her second name or we have to pay close attention to that.

CV
CV is an abbreviation for Curriculum Vitae. If a job advertisement asks for a CV, that’s a hint that the employer expects a great deal of life experience and accomplishments, including education, original research, presentations you’ve given and papers or books you’ve had published. It’s common in academic positions but is also suited to other jobs and programs. For most jobs a résumé is adequate. In countries other than the U.S., the term CV is interchangeable with résumé.
Good from what I understood about CV and simply and where we talk about everything about our career, what we have achieved over this professional life, among other attributes. Normally the CV we use when we go to a job interview because the person will review our history if it is compatible with what they are looking for or on the court in that function but before too much, before delivering CV we have to be very presentable so that person take us seriously and see that we are really interested in the job. Returning to the subject of the CV normally and first in the CV we must present our personal data which is our name, age, telephone number and our e-mail we can consider that this is our introduction. Below the introduction we start talking about our professional and even school life because it is very important to show these facts are fundamental, after that we can present our work experience for example where we already work what types of work we have already done. As a conclusion we can talk about ourselves, about our personality, how we reacted when we were busy we can also talk about what we do in our free moments that we are not working, simply the idea of ​​CV and talk a little about our personal life and our professional life and when we are going to deliver CV it has to be in a presentable and well structured form so that people will receive it, feel that it was well prepared , and we have two ways the CV can be received physically and another way you can appeal online and then wait until you call for a job interview. 


Cover Letter
A cover letter is a document sent alongside your CV when applying for jobs. It acts as a personal introduction and helps to sell your application. A cover letter is necessary as it gives you the chance to explain to an employer why you're the best candidate for the job. You do this by highlighting relevant skills and experience; therefore you should always write your cover letter with the position you're applying for in mind.
Not to be confused with personal statements for your CV, cover letters should complement your CV but not duplicate it. The general consensus among recruiters when it comes to the length of these documents is the shorter the better. Typically three to five short paragraphs, cover letters should not exceed one A4 page.
If sending electronically, put the text in the body of the email rather than as an attachment, to avoid it being detected by spam filters.
Applications should always include a cover letter unless the job advert instructs you differently.
In the cover letter there is not much to quote, we can consider a cover letter like a CV as the name says cover means and a copy of the original first we will elaborate, we will see the criteria that we will use and the way that we will do, because in the cover we can improve our mistakes, when we go to do the CV we will already be structurally prepared or even in case we lose the CV we have the chance to recover because we did the cover letter, normally when you do a CV automatically we have to make photocopies in case we are really looking of a job depending on which store or position we are staying at.


Conclusion 
 Well with this work that I developed you can learn summarizing, paraphrasing, referencing, CV and cover letter, simply put everything I learned in class, I also gave some examples. But today I can already say I already know how to use them correctly and the moments to know how to use them, but my biggest difficulty was in summarizing it was not very good but after doing this I can already understand better.
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